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Create Travel Advance

These instructions will assist you in Creating a new Travel Advance. Instructions for creating a
Travel Advance start on the-Work Queue screen (the first screen displayed after signing in to the
CalATERS system). Listed below is a table of contents identifying the steps required in creating a
Travel Advance.
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I Work Queue

Please note that within the following instructions there are separate procedures for those
requesting Travel Advances for yourself versus Travel Advances that are being keyed for
another employee by a Submitter or Preparer (Submitters and Preparers are employees
within the department that have been designated by an individual to complete a Travel
Advance on their behalf).

Bl Susan M Bates o]
File Edit “iew Sort Help

N o= & e o o (3 Bl |
_ Mew Open  Print 5%5 e | 2 j

Prafile Pris Tb Help

......... Sl . e s e
| ZC0 Submitted td Bates xpenze Reimbursd
Submitted Suszan M Bates Travel Advance Fof

Preparer/Submitter

For Employees Requesting Their Own Travel Advance:

2c

At the top of the Work Queue screen click on the " New jcon. Proceed to New Forms List on
the following page.

For Submitters or Preparers Requesting a Travel Advance for Another Employee:

WE W

Click on the "'5ub jcon for Submitters or the 'Ft&p icon for Preparers.

Note: These icons will not display, if you have not been selected by an employee
as their Preparer or Submitter.

Click on the name of the employee for which you will be creating the Travel Advance.

Prepare form for Ronald M Martinez

e

Fersan to Prepare Form Far
- Fonald M Marinez .
Eileen M McDonald pouinnEsco ca goy

Ok I Cancel
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Work Queue (continued)

New Forms List

Click on Travel Advance Form, then click the : button.

Note: If the New Forms List does not display, your department does not use the
Travel Advance form on CalATERS.

Mew Forms List - Travel Advance Form
Expenze Reimburzement Form
: Travel Advance Form |

-

Ok l Cancel I

Travel Advance Information

Key a name for the Travel Advance in the Report Name field. Note: Your department may
have a form naming policy.

Click the L 1 button.

Ima Employee [Travel Advance Information]

Repaort Name:l Los Angeles 327-30]

Ok I cancel I

Exit and Save the form

At any point during the creation of a Travel Advance you may exit and save the information.
To exit, from the Menu Bar, click FILE then click Close or from the top right hand corner,

click on the box with the X . A Save Confirmation box will appear:

Save Confirmation

Save changes to farm?

Click on Yes to save the changes. This action will take you back to the Work Queue.
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M. Adding a Note to the Travel Advance

The Note Log function is a multi-purpose feature. Notes may be used to provide additional
information about the Travel Advance request. Notes can also be used by approvers to
provide additional detailed information regarding the reason a form has been adjusted,
returned, etc.

To access the Note Log functions click on the M3 jcon. Notes can be accessed and
updated from any screen within the form.

To Add a Note:
1) Type in the desired information in the Subject field.
2) Type in the desired information in the Comment field.

3) Click on .
To Modify a Note (only the creator can modify a Note):

1) Click on the note to be modified.
2) Type in the corrected information in the Subject or/or Comment Name area.

3) Click on .

To Delete a Note (only the creator can delete a Note):
1) Click on the note to be deleted.

2) Click on | belte |

When all Notes have been updated/deleted, click Ml

Hote log for Comments E

| Behie b Martin
Travel Advance Delete I
Comment: || st of equipment needs is required -
= Finished |
Matme | Subject | iComment 1]
:AL 3 - — _
Susan M Bates Travel Advance Additional funds needed for purchase of power cords;

[rehie b Martin Travel SAdvance Lizt of equipment needs is reguired

MNew Entry

A

Click on a note to modify or delete.
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Iv. Profile Information

Profile information used for this Travel Advance is viewable from any screen within this
Travel Advance request. The system will take a “snap shot” image of the Profile at the time
the form is created. Updates to the Profile will not change the “snap shot” image attached to
this form.

If Profile information that impacts the auditing of the form is inaccurate, the form may be
returned or disapproved and the Profile must be corrected. A new form must then be
created.

To access the attached employee Profile, click Edit from the Menu Bar, then click Profile.
The Profile screen will display.

Bl Dudley Doowright [Travel Advance Form: Loz Angeles Convention]

File ;

Click here for Profile.

& Profile... : -
Back  Mext Save Motes Info Prnt  Help CalATERS Travel Advance
1. Check Delivery Option 2. Travel Advance l 3. Completion |

Travel Advance Iformation ‘ ‘

= Trawvel Advance Trinl=] Infarmatinn

Profile screen will display with the current information. If the information on the Profile is
incorrect (e.g. incorrect approver), update the profile. Instructions for making changes to the
Profile are in Update Your Profile located on the CalATERS web site. For Submitters or
Preparers who do not have employee profile update capability, contact the employee to
correct the Profile information.

Profile Information

g

if’-ruf ile Information |

User D EMPL1 39

Type of Regquestor: | Employes B2
Last r!arne:l Bates

First name:l SLIEEr |"-'1|Zi 1|

Email address:ites’csample@abe.ca.gw
Business F‘hu:une:l S16-d44-4444
_B Dezctiption: I RankiFile - AdmimFir!an.fStaff' SWCE E

‘f'ou are enralled in Direct Depl:usfrt:i B 3

Firished | cancel | | | Nex‘t:{}l
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V. Check Delivery Options Tab

Click the down arrow I, then click on a delivery option. Additional information may be
required depending on the selection that is made.

Ed Susan M Bates [Travel Advance Form: Inspection in Oakland]
File Edt “igw Help

- =

Back  Mext Save  Motes Info  Print  Help

CalATERS Travel Advance

1. Check Delivery Option | 2. Travel Advance I A ol etion

Travel Advance Check Delivery Options

Hovne sovould ywoul like ta receive your Travel Advance Check?| s« i)

Indicate date check is needed:

There are 3 methods of delivery for Travel Advances:
1) Pick up —requires no additional information
2) Mail — When Mail is clicked, a second set of selections will display. Click on:

Profile — Will display the Profile — Mailing Address. If the Travel Advance
should be sent to a different address, use the next option “Other”.

Reminder: If the Profile — Mailing Address requires correction, instructions
are in Update Your Profile located on the CalATERS web
site.

Other — Will allow you to request a mailing address different than the Profile
mailing address.

3) Call for Pick up — Will allow you to place a phone number to be contacted when the
Travel Advance is ready for pick up.

Click on the desired method of delivery and complete any additional fields.

Continued on next page
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Check Delivery Options Tab (continued)

Indicate date check is needed field - You may key the information directly into the field or

click the calendar &l button. To advance the calendar to the next month, point the cursor to
the “»” symbol located to the right of the month/year, then click on the date.

i Susan M Bates [Travel Advance Form: Inspection in Oakland]

File  Edit Miew Help

& = =1 4 Rpril2003 B Advance frr.ye) Advance

Back  Mext ‘Zave Motes  Info  Print Help S Mo Tu We Th Fr Sa Calendar :
: 631 “ 2 3 4 5
1. Check I]eliueryOD‘tiDﬂIlTravel Advance ] JEEE 7B 91001112
12 14 15 16 17 18 19
Travel Advance Check Delivery Options 20 21 22 23 24 25 I8
2E2eFS 50 1 2 3
- N AT AR B - |

Hoeey seould you like to receive your Travel Advance Check?| [0k ] [Cancsl] 3 Calendar
Indicate date check iz needed:|] ; ¢ E‘ <4— Button

Click on tab 2. Travel Advance.

VI. Travel Advance Tab

Click the down arrow = in the Claim Type field. Click on the desired Claim Type (For
definitions of Claim Types, click Definitions from the CalATERS web site.

Select a Start and End Date. You may key the information directly into the fields or use the

calendar = button.

1 Susan M Bates [Travel Advance Form: Ingpection in Oakland]

E Susan M Bates [Travel Advance Form: Ingpection in Oakland]

File Edit \-’igw Helg Fih_a Edit iew Help
£ ; . | I S ;
e A NI?’- Click = to select Bﬁ‘a}{ o Sr;
£ e ave Motes o . | | Back BMNedt  Savd March 2003 b
- - i Clalm Type = S Mo TuWe Th Fr Sa
1. Check Delivery Option 2. Travel s A 1. Check Delivery Optig ————————————

Travel Advance Information

|

[ Trawvel Advance Trip(=] Information

Claitm Type: ||

Ot af State Trawvel
oot of Country Travel
Mon-Travel Expenzes Only

Start Date:
End Date:
Purpoze:

Destination:
Amourt:

0.00

Complete all remaining fields then click

Create Travel Advance

=
LElpte I

Enter:

Travel Advance infq

4 40 1ye2 )3

 Travel Advance Trip|

Claim Type:| 5

Start Dete:
End Date:

Click Tl to
access calendar.

£ 3 B

17 48 08 20 24 g2
SEE 25 25 27 28 29
0 a1 5 g 5
[ 2k ] -—-Cancel
)

Purpoze:

Drestination:

Amourt:

Continue on next page

&
I
=i

0.00
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VI. Travel Advance Tab (continued)

System rules are established based on your department’s travel advance policies.
When rules are transgressed the Travel Advance Review Items — Exceptions screen will

appear. Departments may elect to display additional information when the 'FoiE¥:-

clicked. Complete the information requested, then click ; : to update.

Travel Advance Review Hems - Exceptions

button is

ftem: #1Bb Advance date
Exception; TA reguest date iz 14 or more calendar days before Start Date (22, Provide reason.

Resazon]]

| ok I Gancell F‘l:ulil:y...l I.I!'|I-:::i:|

After the screen has been updated a _ Byoetail... button will appear. Clicking on this button

will display the Travel Advance Review Items — Exceptions screen.

E4 Eileen M McDonald [Travel Advance Form: Log Angles Convention]

File Edit “iew Help

e 5 = [F =8

Back  Mext STave Motes Info  Frint  Help

CalATERS Travel Advance

1. Check Delivery Option 2. Travel Advance. I %, Completion

Travel Advance Information

- Travel Advance Trip(s] Information

Delete

Start Date: [04716m3 Ji]|
Endl Date:[0ar1703 = B Dt | < Detail button

Purposs:| coryvention .

Claim Type: [ State Travel =] Click button to delete Claim Type.

Destinatinn:ILos Angles
Amount | 100,00

Total Travel Advance Smount  5250.00

Click on a claim to
display information.

Travel Advance Trip(s] Summary

Type St | Enicd D

Clai

0404003

Frovide Training 0403003
New Entry

150,00 San Francizco

A claim can be deleted or information changed by highlighting the Claim Type in the Travel
Advance Trip(s) Summary area. To delete a Claim Type, click on the claim to be deleted in

the Travel Advance Trip(s) Summary area, then click the . P=&

Continue on next page
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VI. Travel Advance Tab (continued)

If additional Travel Advance claims are being added, after entering the first request:

1) At the bottom of the screen in the Travel Advance Trip(s) Summary field, New
Entry must be highlighted. Travel Advance information fields will be blank.

2) Select the new Claim Type (instructions from previous page) and complete the fields
with the new information.

3) Click ™" 1to add the new request.

4) Repeat the above step for each additional Claim Type.

E1 Eileen M McDonald [Travel Advance Form: Los Angles Convention]
File Edi “iew Help

&= 5 B [ & [ 2) Key Travel Advance .
Back Mext Save Motes Info Print  Help information. CalATERS Travel Advance
1. Check Delivery Option | 2« Travel Advance. | 3 letion |
Travel Advance Information /
[~ Travel Adwvance Trip(s) Information | = /
Claim Type|] =] | 3) Click Enter button to
e update.
Stert Dater| 1 ¢ Ju5|
End Date:] 1 ¢ Ji=1|
Purpose:; j
Destination:l
. 0.00
1) Click on New Entry.
I e Amourt  F250.00
\ Travel Advance Tripls] Surmmary
\  Claim Type. | Purpase | StatDate |  EnciDate | Amount | Destination -
In e Travel Convention 0416103 04017103 10000 Los LAngles
In St Travel Provide Training 0403003 040403 18000 San Francisco

At the bottom of the screen, the Travel Advance Trip(s) Summary will list all Claim Types

requested.

When all Claim Types have been keyed, click tab 3. Completion.

Create Travel Advance
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VIL. Completion Tab
Within 3. Completion tab, there are three additional tabs.

Review Items Tab

This screen will list items where a Travel Review Item — Exception Reason was required
due to department policy.

Listed below are fields that may appear on the tab:

Reason field— Will display the reason given for the expense. Changes can be made by
clicking in the box and keying in the new information.

At the bottom of the screen are buttons for E and = B which will take you to the
next or previous review item.

Departments may elect to display additional information when the Falisy button is clicked.

Click on the next tab PUImAEY

Ed Ima Employee [Travel Advance Form: Los Angeles 3/27-30] M=l E3
File Help
= R S I &g 0O

Back  hext Save Motez  Info Print Help

CalATERS Travel Advance

1. Check Delivery Cption I 2. Travel Advance 3. Completion I

Forim Completion

Review Hems I Summary I Travel Advance Submission ]

Caomplete

ftem: #1Ba Advance date
Exception: TA request date is 5 or less calendar days before Start Date (3). Provide reason.

Reason: Emergency Training ﬂ
-

fiEwt Eaen | Palicy...
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VIl. Completion Tab (continued)

Summary Tab

Verify this screen. This screen summarizes the data from the previous screens. If
information is not correct click on tab 1. Check Delivery Option or tab 2. Travel Advance
and correct the information as appropriate.

If the information on the Summary screen is correct, click on the Travel Advance
Submission Tab.

Click on the next tab Travel Advance Submission )

El Ima Employee [Travel Advance Form: Loz Angeles 3/27-30]

(=] E3

File Help
s o & =
Back  mext Save DMotes Info Print  Help CalATERS Travel Advance

1. Check Delivery Cption I 2. Travel Advance

3. Completion I

Form Completion

Review tems Summary I Travel Advance Submission I

- Trawel Adwvance Summary

Total Travel &dvance Amount Requested  $300.00 | |Check Delivery Option Selected: Pickup

Trawel Adwvance Trip(=] Summary

Claitn Type Destination
In State Travel

In State Travel

Purpose
Provide Training
Frovide Training

100.00 Ponoma
20000 Los Angeles

[blv
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VIL.

Completion Tab (continued)

Travel Advance Submission

This screen is used to submit the Travel Advance and to identify the person(s) responsible
for approving the Travel Advance. If the approver is missing, incorrect or requires an
alternate approver or additional approvers procedures are provided on the following pages.

Note: Approvers cannot be added or changed by a Preparer.

i Eileen M McDonald [Travel Advance Form: Los Angles Convention]

File Edit *“iew Help

* 2> & [F 1 &

Back best Save Motes Info Frnk  Help

. CalATERS Travel Advarice

SA

1. Chieck Delivery Option: | 2. Travel Advance 3. Completion ] Add an approver if no

Form Completion approver displays or
Review tems | Summary Travel Advance Submission | change the approver.
E Submission Hext approver is Debie M Martin Add Additional Approver

Change Approver l

i{ Current Approver Hvance is necessary to defray my expense(s) while on official
bi=me==Tor oo orcomrornia. | understand that this is a loan given for the anticipated
expenses that will be incurred. Within 30 calendar days from check issuance, | will fully repay the
entire amount of the travel advance in one of the following ways:

1} Submit an expense reimbursement request sufficient to offset the entire amount of the
travel advance;

2) return the travel advance check;

3) submit a personal check, money order, or cash repayment to offzet the entire amount of
the travel advance; or

4 gubmit the combination of an expense reimbursement request, personal check, money
order, or cash repayment of the unused balance of the travel advance.

i1 have not fully repaid the advance within 30 calendar days of check issuance, | authorize my
department to deduct any mtstanding amount from my next salary warrant.

Password ||

Continued on next page
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VIl. Completion Tab (continued)

Travel Advance Submission (continued)

To Change or Add an Alternate Approver:
1) Click on the | hange Aparaver | button. The Select Approver screen will display.

2) Key the last name of the approver, then click _ﬂl.

Select Approver
g Enter last name ar first fewe letters, then click 'Look Up! button:

Last name:|| [Loalis

i | Cancel

3) The Select A Person screen will display. To change the approver, click on the desired

name, then click the il s button. The Travel Advance will go to the selected

approver and a copy of the form will be sent to your default approver.

Note: If the change to the default approver should apply to all future
Travel Advances and Expense Reimbursements, correct the approver
on the Profile. Specific information regarding the Profile can be found in
Update Your Profile instructions located on the CalATERS web site.

| Select Person

Martinez, Matalie bl Pouinnigsco. ooy
Martinez, Ronald M Pouinni@scoca.goy

Ok I Cancel

Continued on next page
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VIL.

Completion Tab (continued)
Travel Advance Submission (continued)

To Add an Approver in addition to the Current Approver:

1) Click on the Addl Appraver ptton. The Select Approver screen wil display.

2) Key the last name of the approver, then click

Select Approver

g Enter last name ar first fewe letters, then click 'Look Up! button:

Last name:||

)y | Cancel

3) The Select A Person screen will display. To add the approver, click on the name, then

ok

click the i : button. The Travel Advance will first be routed to the Default

Approver, then to the added approver.

select Person

Ak,

Martinez, MNatalie M
Martinez, Ronald M

i I Cancel

To Remove an Added Approver:
Click on the [ FEmave garaver 1y ton

1. Check Delivery Cption ] 2 Travel Sovance 3. Completion I
Form Completion

Review ttems l SLmmary Travel Advance Submission I

E Submission  Hextapprover is Hatalie N Hicholson
Adcdtional spprover: Ronald L Lesds <

Change Approver |

The added approver will be removed.

Create Travel Advance 14

—P  Remove Approver I
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VIl. Completion Tab (continued)

Travel Advance Submission (continued)

Once approvers are established, read the Submission Statement.

To submit your Travel Advance, click in the Password field and key your CalATERS sign in

password then click the St button.

For Employee/Submitters: The Travel Advance will be forwarded to the designated
Approver(s). An email will be sent by the system to the
Approver to notify him/her that a Travel Advance has been
keyed requiring review/approval on CalATERS.
When submitted by a Submitter, a “Copy” of the form will be
sent to the employee.

For Preparers: Once the Travel Advance is submitted, the form will be
forwarded to the employee’s Work Queue with the Status of
Draft. The Preparer's Work Queue will display the form with
the Status of Prepared.

The employee must go into the form from their Work Queue
and submit the Travel Advance to their Approver(s).
__
Note: The progress of the form can be monitored using the Form Status -2 putton
available on your Work Queue. Specific information regarding Form Status can be
found in the Work Queue instructions located on the CalATERS web site.

VIL. Print Report

.
LSummary Page ’—‘ selected

w
| Ok I Print Pressies Cancel I

Once the Travel Advance is submitted, the Print Report screen will display. Click on one
of the following options:

: Will print the Travel Advance Summary Sheet and exit the Travel Advance. See
the following page for a sample of the summary sheet.

RHEL RS Will allow you to view the Travel Advance Summary Sheet.

ﬂl Will exit the Travel Advance without printing the Travel Advance Summary Sheet.

Continued on next page
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VIIl.  Print Report (continued)

Sample of Travel Advance Summary Sheet

Travel Advance Summary Sheet

Total Trave Adwramce Axoumd

Enplovee Hamne — Employes  Bha

Report Mamne  Los Oxgzeles 3027-30

300.00

Foom ID TAFO00000061

TRAVEL ADVANCE TRIP{S) SUMMARY

Claim Type Top Start | Tdp End |y gnenmne | AVERerizadion Purpese Destinatien
In State Travel 02701 (032801 [100.00 Provide Training Ponmma
B Stite Trawvel 032001 [03E001 (20000 Provide Training Los Angeles
TRAVEL ADVANCE EXCEPTION(S)
Han Exoeptlion

Iy

H#1E4 Sdvarice date

TA reqaest date ic 5 or less calerdar days before Start Date (1), Provide reasor.

2

#1B4 Ludvearice date

T4 request date ic 5 or less calendar days before Start Date (3. Provdde reason.

Create Travel Advance
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